
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: Scheduling Section. 

S t a t e  Budgeting and Fiscal Control Coordinator 656-3435 
~~~~ ~ ~ ~ ~ ~ .- - ~ 

Victor ~ Lev ~ 

3. Action Requested 
a. 
b. 
c. 0 Amend Application No. Checkone: -0 Change; 0 Supercedei~Olo id ~~ 

4. Dates of Series 
i Earliest Latest 

~ 1978 I To Date VEDS (Vocational Education Data System) Report F i l e s  
~ 6. Division and Office Function 

The Coordinator of S t a t e  Budgeting and Fiscal Cont,rol is  responsible fo r  coordinating the 
'preparation of the Office of Vocational Education budget, including grants  and administratic 
'coordinating preparation of the VEDS Report; providing f inancial  and s t a t i s t i c a l  informatior 
! f o r  the Annual Vocational S t a t e  Plan and Accountability Report;.and preparing periodic f inar  
c ia1 reports  on various s t a t i s t i c a l  groups i n  vocational education such a s  disadvantaged, 
handicapped, e t c .  The Coordinator a l so  co l l ec t s  Census data,  Labor s t a t i s t i c s  and informati 

'from Chambers of Commerce f o r  use i n  calculat ing the actual a l locat ion o f  federal  funds t o  
~ local  school systems. 

i3 Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

5. Records Series Title (followed by title used in office; if different) 

What is the function of the Division and the Office in which t h i s  recordseries is  created? 
-! 

I 
- _  - -. - - 

7. Record Series Description 

DocumentSrelatingto: 

This fi le contains the following documents (include form numbers and titles, if  any): 
Attach samples of the file. 

col lect ing,  analyzing and compiling vocational s t a t i s t i c a l  data  in to  
the annual VEDS report ,  required by the  National Center fo r  Education: 
S t a t i s t i c s  (NCES) f o r  inclusion i n  i t s  national da ta  and accounting s) 

f inancial  and s t a t i s t i c a l  da ta  on enrollments, cbmpletions, follow-up and s t a i  
Documents include VEDS Report, VEDS Instruct ion Manuals, VEDS Report Proof 
L i s t ,  Accounting Reports and re la ted  documents. 

lnc~udedare: 

File i s  arranged: Chronologically by f i s c a l  year. 

~ 

8. Monthly Reference Rate How often are records referred to which are: t One to six months old 75 ; Seven to twelve months old AO-; Thirteen to twenty-four months old 1 -; 

and older A? - 
of Remrdr 

I Letter-size drawers 1 ; Legal-size drawers ; Shelves ; Other (specify) 

AR-50-71; Rev. 76 (Owrl 

.em. 



~~ ~ ~. .I_____ 

‘ES NO 10. Questionngre (Place an “X” in the proper..glumn) - . 

a. Is  this the official copy of the series? .~ x ~ ~~ I f  not. wh.ereh&t ~ . .~ 

b. Does the series contain confidential information requiring security handling? If yes, c i te  law or regrllation. ” 

- 1 1. I 

~ ~ .. - h 

X ~ c ,  ~ l s  @s a vital record? ~. .~ . . ~  

-~ d. Does this series have historical or long term research value? 
e. When one or two documents in the file make it necessary to.keep the entire f i le for a long period, could these 

__ -.documen&s be sdhcd&geparatelY? ...~ ~~.~ 
f. Is the information contained in this series ever Dublished? If ves-attach C O D ~ .  .- - - _- 
g. is,  the infordation contained in this series ever analyzed and/or recorded~ in a summarized report? 

) . ~~ 

- 1( - .. - Ifher, a s h  ~WJN- - .. ~ .~ ~~ 

13L h. I s  there a duplication of this series in your office, or in another office or agency? Id 
X If-yes. w-1 a ~ . s e n ~ t ~ N C E S , ~ ~ h i n g t P I L . . D ,  C-:,- ~ ~ . 

X ~ ~ i.Js t h k w i d a r  a~msiorflortion of ithegvlarly microfilmed? 
X ... . . ~ __~____ ~. i. Do= the record series result in a cOrnDut er orintout ? 

qetention Requirements The following requires the series to be kept: 

a. State Law -years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 1 -..years. 
c. Federal law 5 . ~~--years. f. Federal retention instructions L y e a r s .  

Attach copy or excert of laws or regulations. Explain administrative need. 

-! 

. .  
.. _- - ~ ~ _ _ _ _  - -- 

2. Approved Disposition Instructions This agency recom,mnds that the f i le Series be cut off a t  the end of each: 
0 Calendar Year; fl Fiscal Year; 0 Other 2 __ then, 

. .  

Annual VEDS Report 
N Hold in the current files area ---month(s) 1 yearts); then . 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
IXI Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s1; then 
year(s1; then 

, 

Remainder of F i le :  - 
Cut off a t  end of f i s c a l  year ;  hold in  current f i l e s  area one (1) year; then t r ans fe r  
t o  S t a t e  Records Center; hold four (4) years; then destroy. 

These instructions apply to a l l  prior and future accumulations of the series. 

n 

Yf disapproved. attach letter 
,f explanation.) 

I 
~~~ ~ ~ 

~~~ ~ ~ 

j ’  , 
. .  

. .  


